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Completing the Appraisal Process 
  
After the Reviewer has approved or disapproved the appraisal, the Rater can confirm the 
review has occurred by clicking the “Update Incomplete Appraisals” link on the Rater’s Home 
Page.  
 
 

 
 
 
Selecting this link will bring up a list of appraisals the Rater has started on the Select 
Performance Appraisal screen.  The Appraisal Status will indicate whether an appraisal has 
been changed to Approved or Disapproved.  From this screen, Raters can also see if a 
“sticky note” from the Reviewer has been attached to an appraisal.  The “NEW” indicator 
tells the Rater that a new (unread) “sticky note” has been received from the Reviewer for the 
appraisal.  The “paperclip” icon column next to the Edit column indicates the appraisal has an 
attachment.  The Rater can click “Edit” on the appraisal he or she wants to open. 
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The Edit Performance Appraisal screen for the selected appraisal will open. 
 
 

 

 

 
 
 

CONDENSED SCREEN PRINT 
Not all Performance Components are shown 

From the Edit Performance Appraisal screen, the rater will be able to view “sticky notes,” 
view/add attachments, print the appraisal, and complete the appraisal process.  Each of 
these items can be completed by clicking the corresponding button at the bottom of the 
screen.  
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Viewing “Sticky Notes” 
 
The “View Sticky Notes” button brings up the note the Reviewer sent. The Rater can either 
delete the note by clicking the delete icon or keep the note by closing the pop up.  
 

 
 
Printing the Appraisal 
 
The Rater can click the “Print Preview” button to print a paper copy of the appraisal. 

 
 
Viewing Attachments 
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Indicating the Appraisal has been Reviewed with the Employee 
 
To indicate that the employee has received the appraisal and that the appraisal has been 
signed by the Rater, Reviewer and employee, the Rater will click the “Complete Appraisal” 
button near the bottom of the screen.  A confirmation message will be displayed as a 
reminder that this should occur before the appraisal is marked as complete in the system.  
 

 
 

 
 
The appraisal cannot be changed after it has been approved by the Reviewer unless it is 
completed and then later overturned.  
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